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"Holl of Records 10 be Submitted to the Records Mcnagemenf Division _ i
Commiszion Hall of Records Commission PAGE |
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_ 1. Requesting Agency 2. Division or Bureau of Requesting Agency
. DORCHESTER COUNTY : : BOARD CF COURTY COMITSSIONERS
3. Authorization Requested (Check only one of the squares below) .
A !
Dispose of present accumulation. No Establish retention schedule for re- Microfilm and  destroy  originals.
odditional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time .indicated.
to warrant retention. have value to warrant their retention after .
i ' _-the period of time indicated.
4 5. Description of Records ' 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
Ne work or activity to which the records relote inclusive dc’res and quantity and Board of Public
°- {cubic or linear feet). Show recommended retention period. Works.
: //dc
- Xe CORIESPOEDH&E

2

This file conzists of correquondance mth 1ndividuals, County Ofﬁ.c-
ials, State Departments, other counties, otc.,’ cm:carmd with tha -
i’unctions of the Bom'-d of County Comrd.saﬁ.omrs.

it is ax'ranged by subject and elphabet.ieally hharein end occupiss 8
drawers (12 cublc feet) in the office for the pericd 1244 to dsted

|An additional gecumalation for the yeers 1912-1314 oceuples 2 cubic

feol in the basement vault, The annual yate of accumlation is
approximately L cuble foot. 4&n estimatéd 4 cubie feet will be dise-
posed of upczx approval of this schedule. L

|RECO:MEIDATIONT RETAIH FOR SIX YEARS APPSR cmamox OR RECEIPT AND

THEN &qu -
‘"‘RIAL “%GIS"’F&TES MONTHLY REFORT

|This monthly report (16" x 18') La submitted by Trial Ha@.stratea A

with a check covaring the county!s ghere of fines collected. %The -
foym shows docket nudber, defendant, complainant, offense, penalty, -

land any couwrt costs. Ib aleo shows the distribution of furds, 1. @i,

to the Depsrtment of Motor Vehicles, Olerk of Court, Hotary Publies,

|Comptrollar of the Treasury and County Commissionera, The reports -

ars filed chronologically from 1939 to date and cocnpy 1 cubic foot,
The roport 1s necessary for endit, An estimated % cuble foot of

';xaat.erialndllbe dieposed of upon gpprovel, of this schedule,.

wscommmw: RETATH FOR THREE YEARS (R UNTIL AUDITRD, WIICHEVER

IS LATER, AND THEN DESTROY,

WW

Apeporonit /w%

7. Agency, Division or Bureau Representative

27 . e /m)fw QMM }4 NS

Signature Title : / Date
—‘——_»

Schedule Authorized as Indicated in Col. 6 by Hall of

ecords Commission. . Public Works.

Tl so /955 MMg W\,& 714 1955 ,W\c/@w/‘\

e
Disposal Authorized as Indicated in Col. 6 by Board of

Date Archivist

DSl

Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dotes and quantity

6. Recommendation
of Hall of Records
and Board of Public

{cubic or linear feet). Show recommended retention period. Works.
3. | COMOITENT PAPERS Azaﬂg;z’
.
These wers consist ofs M

L

6.

msmrm,mor 14

aé Mhoriaadon of the County Candaaiowra to hospitels to
roccive patients, It is prepared in duplicate. The dupli-
cato oc;:y ia re»ained {5" x 7") in the file,
be Form ho. Fis¢ 1, A(a., x 11), Application for ﬂovtha..izatim
of montal patient. I‘he form is signed by a relstive of the
patlent, endorsed by ot.her relutiw and is :wtari..ed.
e, Occaslonal comspomience, dis;ao"itims, and aff'idavits axo
attached to the forms, The papers for the period 1902 to
date occupy 4 docuzant type draxsam (l cuhic foot).

RETAIﬂ PERMEI LY
ASSIBS&%;H CARDS

.| very small,

The material in this file consdsts of 8" x 10" property - cards. A
different typo card is used for sach of the three clesses of prop-
assosged. These arst Zoned or intome producing propm'ty,
(blue); farm and rural, {yellow); and residential, {vhite).
assessnent information i3 corpleted by the assessors at the t.ma
the property is assessed or reassessed, ' Information on the card is
a detailed description of the land and improvements. Changes in
property omnersilp or improvaments are {indicated on the card at the
time tho Assesstent Office i3 notified. The cards are used in prew
peretion of the sasessment docket. They are filed by district amd
subdivisicn, and oegupy 12 drawers {18 cublc feet) for the pericd
1950 to datei An earlier foxm (8" x 10") occuples 23 dramwers (14
ecahic feet) for the years 1939 to 1950.. Upon approval of this =
scheduls, an estinated 14 cub&c foct of ‘material xﬁ.ll be destroyed.

mommmw:
BEER APPLICATICHS

Appncmmrwbeerncenseamrenmhmmuany They sre -
£1led and show nsne of gpplicant, place of business,

alphabetically
typs of license, otc, The file occupies 2 drawers (# cubdc foot), .
for tho period 1934 to date, memmualrateofmcmmlationis

mmnmnmm'ﬁmmm

Metn

FCCOICENDATION: RETAIN WHILE LICEHSEE REMAINS IN BUSIAESS AND FOR

TEB 14 1{55

Gt 77

| : TUREE YBARS THEHEAFEER, AMD LN n:i:i:::::j7éé?%kN-
VAULT SHEETS « /‘%%ﬁ~’“‘£ )QQE?BZ?

A security copy of the inforration on the tax Levy Card (SeeachedulﬁM Cormrssocol
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
ond Board of Public
Works.

7.

"| end those since 1946 are filed in 37 docunent type drzwers in the

Capmissioner in their first floor vault, This information, typed on
vhat s ternsd Vault Sheets, includes name, eddress, description of
property, district musber ard the asssssments. Thers 1s no value
attached to them ai‘t,er tha recommended pariod.

RECOLSEDATICH: - CPRTAIN mn THRES TEARS AMD THEN DESTACY. -

FERSONAL PROPERTY DCH‘SDULEB

s 8 x 28" form, foldad. to form a 33" x 8)" docunent is filed -
all properiy owners &n the County. The assessment 18 also ene

in the Rosl Bstste Ascessment Docket. Doxrchester County assessef

ousehom mmiahinga as well as business and farm inventories anmd
uls .+ ~ Schedules for the years 1933+~ 1946 ceccupy 2 cubic feet -
the basement venlt ard 30 documont drawers in the first floor

vault for the period 1947 to date. Thero is mo value to the .

chedules after the new assessment is mede. Approximately 2 cubic
fact of mat.arial will be disposad of upon, appmval of this scheduls,

RECOLCZD ATEOHS mmm FOR SIX C 7R4BS AMD THEH nmraoz.
mms lml ' '

Vouchers in uﬂ.a file are for pxymeats xaade from Gow»ty '\mds other
than Roads Board Furnds, (RoadsBoud?auchmamthe subject of
Ith of tiis schedule, .

Tho Vouchers of this f1le are & two-sided 7—],/4.“ x 83" forw, filed
folded, forming a 33" x 83 docummnt, _The face of the voucher

shows the date, Voucher Fusber, check nmutber, {ths checkt nunber,

vouchor mumber, and warrant nusber are always the eeme), Payee,
memﬁmdwmtmﬂacmntmehmﬂithﬂmmnt,
the smount, date of approval and ddgnatires of the County Corrisge:
ioners nnd Treasurer. The inaide of the folded docunment gives the
purpose for which ths poymant 18 being mads, ths nano of the pores
and thae signature of the Clerk to the County Commissicners, Any.
verdor's invoicés ere sttached to the voacher. All pgymonts fronm
County FPumsia require ths preparatien of a voachar., The vouchers

are used for the distribution of charges to the wvarious funds and
acoounts of the county; 1tiammsaryforaxﬂitpurposes;udis
used in the preparation of the paying warrsnt and wouchsr rogistar.
The vouchers gnd attached invoices are filed in numeorieal order,

Those for the yeara 1336 -~ 1948 are located 4in 3 large pasteboard
boxes in the County Conmdssioners basement vanlt {(County Court House)

first floor vault. 4n estimated 9 cublc feot of material will be
disposad of upon epprovel of this schodule. The recosmendatién 2]
balow includes the invoices as woll as the voucherse RO (o0

Io. C~20, Item foe 3), nﬂﬂ Absessnent Doclwt is retained by the County

WYW;/‘
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quontlty
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records

" | and Board of Public

Works.

 [vaulte - fn estimated 3 cubie feet of materiel will be dis;:osed of __

- RECCIGEMDATICH:

_third of the form is the check, the middle third 1s tho payeo's

JOUCHERS = COUNTY ROADS BOARD

Vouchers ordering payment from County Road Board funds show on one
slde the date, voucher murber, payee, smount, and signatures of
members of the Doard; on the reverse the purpose of the payment, the
peyes and the certification of the Clerk to the Roads Boards Any
vordor's Bills or involces are attached to the voucher. The vouchers
are necessary for audity are usod in the preparation of the checks,
voucher rogister and the warrants {The check, voucher amd warrant
nurbers are always the aa.me.) Votichers are prepared for all expsn-
ditures of Roads Boerd Fundse - The vouchers for the poriod 1947 -
1950 are in the basement vault and ooccupy 3 cuble¢ fect, Those from
Januery 1950 to date occupy 34 document type drawers in the office

apon - approval. of this achedule.

ﬁc&m,mom RETAIN F’OF FI‘F' YEARS. OR UNTIL. AUDITED, WMCKEVEB
* IS LATER AMD THEW D%'IWDY

JRRANTS - | § o
Thore 1s no dlfference in the hardling of Warrants for paymonta
from the Roads Board Punds apd County Conmission Fundsy They are
prepared in triplicate, the orlginal goes to the payee, ‘the top

copy of the statement and the lower third goes to the Tressurer.
The duplicate of the Warrant 1s the Treasurer's copys:. The tripli-
pate 15 retalned by the County Comisaiomrﬁ in post-hinders in :
:mmarica.‘l. oxder.

triplicate (comd.ssi.cnera' copy) is used i.n the pmp&mt&m of

‘ The order for payment. ..
smb&dlnthomnntesofthecomﬁsa&on - ‘this copy of the C
occuples 2} cuble fest {6 post=binders) for the pericd Roven=
5, 1942 to July 15, 1946, in the basenent vault, and 8 cuble
in the office vault, July 15, 1946 to date, The smmal rate
£ accumalation is less than one cuble footy An estimated 43 cudie
et of material will be destroyed upon spproval of this schedule,

RETAIN FOR FIVE YEARS AMD THEN DESTROY:

VOUCHER REGISTER ~ SINCE SEPTEMBAR 10, 1940
HARRANT REGISTER - PRIOR TO SEPTEMBIR 10, 1940

mevwcherarmtx@emhﬁhateathem,mtm
chack nurbers sinece September 10, 1940.. Prior to that dats only -
‘tho warrant nuwber was giveny. The murber of the warrant, vouchsr, .
mdcheck’havsbeenthosmdncolsnrusom@mw
umm,mtmmemwmammaw &
The registor, pww&pmw,mo,nam"xn-a/v
sided . pagouithlldiifermtawomta.} There gre cnly 8

70£Az;z’

MW

Lett
gt

| DY
VTORRS

YA

H ot

rES 1471835

Date

ﬁ{,ﬁ ....... =

................... .

-Reacratary |

— e



.

FORM HR-RM 1A | ( ( ("
(9-1-83) \KEQUEST FOR RECORDS RETENTION ~-~HEDULE
Hall of Records (Continuation Sheet)

Commission

“

SCHEDULE.. 16
NO.

PAGE
No. g, -

o

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
{cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

per page in this serles. After that date, it is 13# pages. | {4 sides)
the full page moasures 123* x 17", the half-page 11" x 12}'. There

por page. Registers for the period lay 2, 1931 to September 10, 194(
are in the basament vault, In this group thers ars 5 volumss 1n
post~-binders and ona loose volume, Sincs the latter date, they are
in the office vault. '

RECOMEND ATION: mmq mmmxm. '

are 21 sccounts in this serles vidth epace for 38 single line sntries|




